Evergreen Reports

Introduction

The reports interface is in Local System Administration under Reports. Only users with Local
System Administration permissions can create reports. Reports are created for the user’s account.
However, it is possible to share reports with other local system administrators in your library,
other libraries in your federation, and the whole SITKA Consortium.

Evergreen has very powerful reporting functionality. It is possible to report on almost every
field, in every table in the database. The reporting interface tries to make navigating the database
structure easier by pointing at the main tables in the database.

This lesson will demonstrate how to create a report in Evergreen by introducing you to the basic
concepts of the reporting function. Once you understand how to navigate around the reports
interface, you can start creating your own reports.

There are four aspects to creating a report in Evergreen: building a template, choosing a template,
defining a report, and running a report to create output. Templates, reports and outputs all require
use of a folder system. This lesson demonstrates folder creation and management, creating one
template, defining and running a report based on that template, and viewing and manipulating
output from that report.
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Folders

There are three main components to reports: templates, reports, and outputs. Each of these
components must be stored in a folder. Folders can be private or shared. You can choose to share
a folder with libraries that you share report permissions with, namely other people at your library,
other libraries in your federation or with the whole SITKA Consortium. It is also possible to only
share a subfolder.

1 Local Administration ;

My Folders

0 Templates
- Reports
L output

Shared Folders

0 Templates
0 Reports
O output

Creating folders

The steps for creating folders are similar for each reporting function. It is easier to create folders
for templates, reports and output at the beginning, though it is possible to do it before each step.
This example demonstrates creating a folder for a template.

1. Click on Templates to create a sub-folder for templates.

{1 Local Administration |

|

My Folders
D Templat
D) Reports
0 output

[Shared Folders
D Templates
U Reports
3 output
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2. Name the sub-folder. Select Share or Do not share from the dropdown menu. .

Create a new sub-folder. Folder type: Template
Folder Name: Circulation

———

Share this folder: ( i 0 no

Do not share \ .
Share with: ™ —— [+]

[ Create Sub Folder |

3. If you want to share your folder, select who you want to share this folder with from
the dropdown menu.

reate a new sub-folder. Folder type: Template

Folder Name: Circulation

Share this folder: Shﬂ/ﬁ_@_\
,./ e

Share with: i Prince Rupert iv

Morth Coast Library Federation

\

( Sitka Consortium

4. Click Create Sub Folder.

ICreate a new sub-folder. Folder type: Template
Folder Name: Circulation

Share this folder: ‘Share EI

Share with: {North Coast Library Federation 1 +]

d Create Sullg\Eolderh
= R

5. Click OK.

The page at http://hepburn.sitka.bclibrary.ca says: LQ!J

Action Succeeded

.

& =S
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TIP

The folder you just created will now be visible under My Folders. Bracketed after the folder
name is whom the folder is shared with. For example, Circulation (BNCLF) means that this
folder is being shared with the North Coast Library Federation. If it is not a shared folder, there
will be nothing after the folder name. Click on the arrow to the left of the folder to view sub-
folders. You can create sub-folders for sub-folders.

0 Reports
U output

6. Next, create a folder for the report definition to be saved to. Click on Reporis.

My Folders
> Templates

» Output

Shared Folders

» L Templates
- Reports

- output

7. Follow steps 2-5 under Creating a Folder.
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8. Finally, you need to create a folder for the report’s output to be saved in. Click on
Output.

My Folders

» 0 Templates
» J Reports

¥ S outoyt
-0 holds:

Shared Folders

> Templates
J Reports
2 output

9. Follow steps 2-5 under Creating a Folder.

Managing folders

Once a folder has been created, you can change the name, delete it, create a new subfolder, share
or unshare it. This example demonstrates changing a folder name; the other choices follow
similar steps.

Changing a folder name

1. Click on the folder that you wish to rename.

1) Girculation (BNCLF)

0 Reports
0 Qutput

2. Click on Manage Folder.

Manage Folder Contents ( Manage Folder ) }
\_’ - ;

Circulation: created by admin

Create a new report from selected template [~] [ Submit |

Limit outputto 10 [+] Create a new Template for this foider
Mo items to display
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3. Select Change folder name from the dropdown menu and click Go.
{ Manage Folder Contents 1 Manage Folder
Circulation: created by admin
{Change folder name i+ m Eﬁ
Delete this folder
Create a new sub-folder
Share this folder
Hide (un-share) this folder
4. Enter the new name and click Submit.
Circulation: created by admin
5. Click OK.
' The page at http://hepburn.sitka.bclibrary.ca says: &J
$
2/ Are you sure you wish to change this folder's name?
ok ])| cance
. R -
6. You will get a confirmation box that the Action Succeeded. Click OK.

The page at http://hepburn.sitka.bclibrary.ca says: ||

& Action Succeeded
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Creating a template

Once you have created a folder, the next step in building a report is to create a template from
which to work. The use of templates enables you to run a report more than once, without building
it anew every time, by changing definitions to suit current requirements. For example, you can
create a shared template that reports on circulation at a given library. Then, other libraries can use
your template and simply select their own library when they run the report.

It may take several tries to refine a report to give the output that you want. It can be useful to
plan out your report on paper before getting started with the reporting tool. Group together
related fields and try to identify the key fields that will help you select the correct source.

It may be useful to create complex queries in several steps. For example: First add all fields from
the table at the highest source level. Run a report and check to see that you get results that seem
reasonable. Then clone the report, add any filters on fields at that level and run another report.
Then drill down to the next table and add any required fields. Run another report. Add any filters
at that level. Run another report. Continue until you’ve drilled down to all the fields you need
and added all the filters. This might seem time consuming and you will end up cloning your
initial report several times. However, it will help you to check the correctness of your results, and
will help to debug if you run into problems because you will know exactly what changes caused
the problem. Also consider adding extra fields in the intermediate steps to help you check your
results for correctness.

This example illustrates creating a template for circulation statistics. This is an example of the
most basic template that you can create. The steps required to create a template are the same
every time, but the tables chosen, how the data is transformed and displayed, and the filters used
will vary from template to template.

1. Click on the folder where you want the template to be saved.
1 Local Administration

My Folders

v @Temglates
i a patrons (BTE)

0 cataloguing

“{) clrculatmngSIT%
DR

Reports
U output

Shared Folders
1) Templates
U Reports
O output
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2. Click on Create a new Template for this folder.

You are logged in as tara

] Manage Folder Contents l Manage Folder

circulation: created bytara

|Create a new reportirom selected template

No items to display

3. You can now see the reports interface. The top left hand pane is the Database Source
Browser. This is the list of tables from which you can report on. Note that the column
picker is available in all five panes.

tara. hepburn. pines. belibrary.ca

[ Source Name | I T 7 /myufimnm [T
it i
] i

| Add Selected Fieds
e e et e et e e e S
‘Template Configuration
Nome: | ) ) Source Speclier .}
.
| Display Name Data Type Field Transform ®
|
Aer Display Header [cn-wn.-f--]' ) [m@.up | [Move bown | (Remove selected Fiekd | |
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4. Select Circulation in the Sources dropdown menu. Note that the Core Sources for
reporting are listed first, however it is possible to access all available sources at the
bottom of this dropdown menu.

Database Source Browser

Sourcesk ) o o E]

Core Sources

hic Record

Classic Open Transaction Summary
Copy Transit
Hold Request
Hold Transit
ILS User
In House Use

. hem
Non-cataloged Circulation
Non-cataloged In House Use
Overdue Circulation
Payments: All
Payments: Brick-and-mortar
Payments: Desk
Payments: Non-drawer Staff

{ i »
| All Available Sources o

5. Click on Circulation to retrieve all the field names in the Field Name pane. Note that
the Source Specifier (above the middle and right panes) shows the path that you took
to get to the specific field.

—
1 Local Administration
Go Back Print Page
[Sources ||| source Specifier: | circulation
[ Source Name m PFeid Name Output Type "
_ Check In DateTine
| | § CheckIn Library
| | § | check In staff
1§ check Out DatefTime
| Circ Duration Rule
1§ cre
| § Circulating Ttem
| Circulating Library
ING
| Add Selected Fields

TIP

You can only specify one source per template. If you try to change the source, you will undo
everything you’ve done.
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6. Select Circ ID in the middle Field Name pane, and Count Distinct from the right Field
Transform pane. You are counting the number of circulations.

D
1 Local Administration

(Lcopeck | e
Database Source Browser 5
Sources < | | Source Specifier: | Circylation
Source Name B | Field Name
| Circulation Check In Date{Time A Lo
Check In Library Aggregate
Check In Staff i R
||| (Check Out .
| _W
( Circ ID
! l&%
| Circulating Library"
Ciecylatinn Staff ——
Add Selected Fields

TIP

Use Count Distinct when you want to count things, or want to know how many unique data
points, in this example how many circulations. Use Count when you want to know how many
data points. Count distinct removes duplicates.

An example would be you want to know the number of active patrons in a given month, where
'active' means they circulated at least one item. Your report would be on the 'Circulation’ object.
Circulations have a Circulating patron ID, which is a unique number representing each patron in
the database. If we do a 'count distinct' of the patron IDs, we will know the number of unique
patrons who circulated at least one book during the given time frame. If instead, we do a ‘count’,
we'll know how many books were circulated, since each circulation will have a patron ID.

This is illustrated in the table below listing the circulations for one month. If you would like to
know how many circulations there were in total, you should perform a count on the Patron IDs. If
you would like to know how many different (or distinct) patrons circulated an item, you should
perform a distinct count on Patron IDs. There are three patrons in this table but only two distinct
patrons.

Title Patron ID Patron Name
Harry Potter and the Chamber of Secrets 001 John Doe
Northern Lights 001 John Doe
Harry Potter and the Philosopher’s Stone 222 Plain Jane
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7. Click Add Selected Fields underneath the Field Transform pane. Field Transform pane
is where you choose how to manipulate the data from the selected fields. Note that

Circ ID now shows up in the bottom left hand pane.

1: tara@BTE tara. hepburn.pines. belibrary.ca

Fle Edt Seach Circulation Cataloging
1 Local Administration
(oonesk ] Pk Poge
Database Source Browser
s ] | sawce s
| Source Name B || Field Name DataType B2 || Field Transform Output Type [}
% Circulation Check In Date/Time timestamp A | | Count Aggregate
Check In Library orgunt | | Count Distinct Aggregate
Check In Staff link " | | RawData Non-Aggregate
Check Out Date/Time timestamp |
Circ Duration Rule link
Circ ID id
Circulating Ttem link
Circulating Library org_unt |
Lo YT T Y — ORI < 1] | N— /7 N\
—
Template Configuration
Ny [ i o &
Description: ] Circulation
| Save
Displayed Fields ij!hsv_s‘jw:m;} . : 5
| Display Name Data Type Field Transform ]
(<23 id Raw Data
[ Alter Display Header | [ change Transform - | [ Moveup | [Move Down | Remove Selected Field | ||
s S

TIP
Double-clicking on the field name is a shortcut to adding the raw data to the output.

8. Circ ID will be the Excel column header and/or table label. You can rename default
display names to something more meaningful. To do so in this example, select the Circ

ID row and click Alter Display Header.

Template Configuration
Name: [ |
Description: | ) |
‘ | o ]
} 2t - oo 1 Save
(DisplayedField | Base Fiters | AogregateFikers|
| Display Name Data Type Field Transform l'l[ ‘
| |
|
[
|
|
i é
lAIter Display Headgdxchanoa Transform ~ ] Move Up Move Down Remove Selected Field ]
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9. Type in the new column header name, for example Circ count and click OK.

The page at http:llhepburn.pines.bclik'ary.... @

( 9 Change the column header to:
Y

| Circ count]

L OK ] [ Cancel ]

TIP

Clicking on the displayed field name is a shortcut to altering the display header.

Note the Change Transform button in the bottom left hand pane. It has the same function as the
upper right Field Transform pane for fields that have already been added.

Template Configuration
Name: ]
Description: 1
| Save
DiplayedFis | sase Fiers | Agregate Fters|_ :
Display Name Data Type o Field Transform : N
Circ count id Raw Data

/\ k
[ Aker Display Headerf] { change Transform %j\ MoveUp | [Move Down Remove Selected Field

4 Count Distinct
0 Raw Data

o™ - tarar ) reports training.. @ Fulishot 9.5 Ste Even

TIP

Selecting a non-aggregate output type will return one row of output in your report for each row
in the database. Selecting an aggregate output type will group together several rows of the
database and return just one row of output with, say, the average value or the total count for that
group. Other common aggregate types include minimum, maximum, and sum.

You add other required data to your report by going back to the Sources pane and selecting
required fields. In this example, you are going to add circulating item shelving location to further

refine the circulation report.
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10. In the top left hand Sources pane, expand Circulation. Depending on your computer
you will either click on the + sign or on an arrow to expand the tree.

| L Local Administration |

Database Source Browser

igp_prces

i Source Name

%? Base Transaction

# Billing Totals
(# Check In Library
# Check In Staff
Circ Duration Rule
{# Circulating Item
# Circulating Library
# Circulating Staff
[# Circulation Type v

S A

11. Click on the + or arrow to expand Circulating Item. Select Shelving Location.

'L Local Administration |

Go Back

Database Source Browser

Egurces
Source Name
Age Hold Protection
# Call Number Volume
| [# Circulating Library
@ Circulations
| [ Copy Notes
Copy Status
| (#) Creating User -
| [# Last Editing User

> s

E [ Stat-Cat entry maps v

TIP

When you are creating a template take the shortest path to the field you need in the left hand
Sources pane. Sometimes it is possible to find the same field name further in the file structure,
but the shortest path is the most efficient.
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12. In the Field Name pane select Name.

((come ] Pk Poge
Database Source Browser =
Sources + | | Source Specifier: | Circulation -> Ttem :: Shelving Location W
Source Name | || Field Name DataType B || Field Transform Output Type n
Age Hold Protection 4| | can Circulate? bool ||| lcount Aggregate ~
# Call Number/Volume 1s Holdable? bool ||| |Count Distinct Aggregate
# Circulating Library Is OPAC Visible? bool | |First Value Non-Aggregate
# Circulations Location ID id || |Last value Non-Aggregate =
i Copy Notes | IR T R v coco Non-Aggregete
Copy Status Owing Org Unit org_unit || [Max Aggregate
@ Creating User 11| |Min Aggregate
# Last Editing User Raw Data Non-Aggregate
# Shelving Location thetris Non-&narenate _ 88|
@ Stat-Cat entry maps & Add Selected Fields

13. In the upper right Field Transform pane, select Raw Data and click Add Selected
Fields. Use Raw Data when you do not wish to transform field data in any manner.

14. Name will appear in the bottom left hand pane.

Go Back Print Page
Database Source Browser
[Sources | | Source Specifer: | Ciculation -> Item :: Shelving Location
Source Name B/ || Field Name DataType B3| || Field Transform Output Type ®
| Age Hold Protection 4| ||can Circulate? bool ||| |count Aggregate -
# Call Numberfvolume | | 15 Holdable? bool || | count Distinct Aggregate |
@ Circulating Library | | /15 OPAC Visile? bool | ;r'm value Non-Aggregate
@ Circulations | | Location 1D id || lLast value Non-Aggregate |
@ Copy Notes || Name text |
Copy Status || (owing Org Unit org_unit |
{#) Creating User ullll |
@ Last Editing User | |
& Shelving Location | |
@ Stat-Cat entry maps ~l

| Name:

[

[ Diplayed Fielde | e Fiters|

Field Transform

Display Name Data Type =
Circ count id Raw Data |
Name text Raw Data

Alter Display Header v [MoveUp J [MoveDown] RernoveSelectadFieId] |
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15. Select the Name row and click Alter Display Header.

Template Configuration
Name:

f
{

Description:

E Save

(Dislayed Fields | Base Fikers|

Display Name Data Type Field Transform ®B|
;C'n: count id Raw Data

||
t
PAter Display Hee%_jycharge Transform ~ J [ Move Up l [Move Down [ Remove Selected Field J

16. Enter a new, more descriptive column header, for example, Shelving location. Click
OK.

The page at http:llhepburn.pines.bcligrary.... ‘X]

(P Change the column header to:

Shelving location|

r OK J ( Cancel J

17. Note that the order (top to bottom) will correspond to the order (left to right) on the

final report. Select Shelving location and click on Move Up to move Shelving location
before Circ count.

Template Configuration
Name:
Description: |
‘ [ )
’ layed ik | Base Fters -
|| Display Name Data Type Field Transform B
|| |circ count id Raw Data

N |
[(Aer Display Header | { change Transfom ~ | ( | Move @ Y Hove Down | Remove Selectd Fed | |
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18. As in Step 10, go back to Circulation in the Sources pane to add more fields to your

template.

19. Select Check Out Date/Time from the middle Field Name pane.

1 Local Administration |

Database Source Browser

| ! Sources

Source Name :

[+ Base Transaction
(# Billing Totals
# Check In Library
# Check In Staff
Circ Duration Rule
# Circulating Item
(1] Circulating Library
# Circulating Staff

> AL

[# Circulation Type &

Print Page

(Lcomeek ]
Database Source Browser
Sources w | | Source Speckier: | Crculation
Source Name B || Field Name Data Type B2

= Circulation 4| | |Check In Date/Time timestamp A
[+ Base Transaction Check In Library org_unit
# Billing Totals Check In Staff link.
& ot ity T T
# Check In Staff Circ Duration Rule link.

Circ Duration Rule Circ ID id

[# Circulating Item Circulating Item link.
# Circulating Library Circulating Library org_unit
# Circulating Staff Fircvlating Staff link
@ Circulation Type |

; I;ield Trarsf;rm

Non-gonreaate.

Qutput Type
Non-Aggregate
Aggregate |
Aggregate |
Non-Aggregate T
Non-Aggregate
Non-Aggregate
Non-Aggregate
Non-Aggregate

3

e B
Fields

Add Select:

20. Select Year + Month in the right hand Field Transform pane and click Add Selected

Fields.

33/

Print Page

Source Specifier: | circulation

Field Name DstaType [ || Field Transform Output Type [}
Check In Date/Time timestamp 4 | | Month of Year Non-Aggregate ~l
Check In Library org_unit 4 | ‘Morths ago Non-Aggregate |
Check In Staff ink | | |Quarter of vear Non-Aggregate
Check Out Date/Time timestamp | | Quarters ago Non-Aggregate
Circ Duration Rule link. | ||Raw Data Non-Aggregate 1
Circ ID id | week of Year Non-Aggregate |
Circulating Ttem link !Vea |
Circulating Library org_unit |
Cieenlatin Staff ok - {{}
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21. Check Out Date/Time will appear in the Displayed Fields pane.

Template Configuration

Description: | |
(Displayed Fekds | Base Fikers| fi
| Display Name Data Type Field Transform "
| IName text Raw Data
| |circID id Count
| |Check Out Date{Time timestamp Year + Month

Alter Display Header - Move Up Move Down Remove Selected Field

22. Select the Check Out Date/Time row. Click Alter Display Header and change the
column header to Check out month.

The page at http:l!hepburn.pines.bclilkrary....

Change the column header to:

12/

?Check out month|

[ OK ] [ Cancel ]

23. Move Check out month to the top of the list using the Move Up button, so that it will
be the first column in an Excel spreadsheet or in a chart.

Template Configuration
Name: [ )
i |
Description: |
— | [ Save
| Displayed Fields | Base Filters| e S
| | Display Name Data Type Field Transform ®
timestamp

| larem id Count

| }Name text Raw Data
|
[
|
[

w ‘[AterDisplayHoader] [Ou'loeTransform'] [MoveUpt] Move Down Remove Selected Field (
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TIPS

There are different data types in the Field Name pane. When you want to count an item, you will
want to count on the id field, as in this example. Note that the data type is id (under data type
column in middle pane).

Generally you will not want to select a data type that is /ink. This is a sign that you'll want to go
further down the tree in the Sources pane. If you do select /ink you will get a number that is a
meaningful reference for the database, but not of much use to a human user. However, there are
a few instances where you might want to use a field that does have a data type of link. For
example, if you want to count the number of patrons you circulated items to; you could do a
count on the patron (link) to find this out.

When you want to filter on a library, make sure that the field name is on an org_unit data type.

Template Configuration Pane—filters

Now there are 3 fields in the bottom left hand Template Configuration pane. Note that there are
3 tabs in this pane: Displayed Fields, Base Filters and Aggregate Filters. For filtering purposes,
you will mostly be using the Base Filters tab. A filter allows you to return only the results that
meet the criteria you set.

To see the difference between a base filter and an aggregate filter, imagine that you are creating a
report to count the number of circulations in January. This would require a base filter to specify
the month of interest because the month is a non-aggregate output type. Now imagine that you
wish to list all items with more than 25 holds. This would require an aggregate filter on the
number of holds per item because you must use an aggregate output type to count the holds.

There are many available operators when using filters. Some examples are Equals, In list, is
NULL, Greater than or equal to, and so on. In list is the most flexible operator, and in this case
will allow you flexibility when running a report from this template. For example, it would be
possible to run a report on a list of time stamps (in this case will be trimmed to year and month
only), run a report on a single month, or run a report comparing two months. It is also possible to
set up recurring reports to run at the end of each month. In list will be the operator you use most
of the time.

In this example we are going to use a Base Filter to filter out one library’s circulations for a
specified time frame. The time frame in the template will be configured so that you can change it
each time you run the report.
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Using Base Filters
1. Select the Base Filters tab in the bottom Template Configuration pane.

2. For this circulation statistics example, select Circulation > Check Out Date/Time > Year
+ Month and click on Add Selected Fields. You are going to filter on the time period.

4: tara@BTE-tara

File Edt Search Crculation Cataloging k Admin(:) Help
1Local Administration |
[[sogeck | Print Page
Sources | | Source Specifer: | Crculation
Source Name © || Field Name DetaType 3 || FeldTransform  Output Type ‘m
=) Circulation # | | Check In Date/Time timestamp 4| ! Month of Year Non-Aggregate Al
@ Base Transaction |Check In Library ogunt | | Months ago Non-Aggregate |
@ Billing Totals Check In Staff link " | | Quarter of Year Non-Aggregate
& Check In Library = | Check Out DateTime timestamp || Quarters ago Non-Aggregate
% Check In Staff | circ Duration Rule link. ||| IRaw Data Non-Aggregate
Circ Duration Rule | grem id ||| Weskof Year Non-Aggregate { |
@ Circulating Ttem Circulating Item tink | |vewr Non-Aggregate = i
# Circulating Library Circulating Library org_unit i E Year + Month Non-Aggregate )
% Circulating Staff ||| ieevdatinn State ik LA . ]
) Circulation Type > Add Selected Fields
Template Configuration
Name: | Source Specifier " |
B ; ‘; T SN —— = e m— Circulation
| | | _save Circulation -> Item :: Shelving Location
| Fiter Field Field Transform Operator Yalue ®
|Check Out Date/Time Year + Month Equals |
v [d’tmOpum' [ChangevamJ rmeevaﬁ.n] Remove Selected Fields

3. Select Check Out Date/Time. Click on Change Operator and select In list from the
dropdown menu.

Template Configuration
Name: | [
Description: |
! ! Save
|Displayed Fields | Base Fikers | -,
| Fiter Field Field Transform Operator Value Nj}

Year + Month

| [

l
} z
i N\ |

| [Cha\oeTrarsformvﬂ [dmopermkj n:hangevaheJ [Removevalue] Remove Selected Fields |
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4. To filter on the location of the circulation select Circulation > Circulating library > Raw

Data and click on Add Selected Fields.

4: tara@BTE-tara

Fle Edt Search Circulation Cataloging
1 Local Administration
(ot | P Poge
Database Source Browser
Sources | | source Specifier: | yrculation
Source Name | || Field Name DataType B || Field Transform Output Type ®
= Circulation 41 ||check In Date{Time timestamp 4 | | Raw Data Non-Aggregate |
% Base Transaction Check In Library org_unit ]l
@ Biling Totals Check In Staff link
# Check In Library Check Out Date/Time timestamp
# Check In Staff Circ Duration Rule link
Circ Duration Rule Circ ID id
# Circulating Ttem Circulating Item link |
# Circulating Library Circulating Library org_unit |
# Circulating Staff (irelatinn Shaff. link ¥
@ Circulation Type v Add Selected Fields
Source Specifier ®
Circulation
| Save Circulation -> Item :: Shelving Location
[ Field Transform Operator Value L]
| }Chm:komndcn’m Year + Month Inlist |
|Girulating Library Raw Data Equals
'([Chumwerwj ‘d\u\oevabe] [Ruwvevahn] Remove Selected Fields |
N -

5. Select Circulating Library and click on Change Operator and select Equals. Note that
this is a template, so the value for Equals will be filled out when you run the report.

~ Template Configuration

Name: [

Field Transform
Year + Month

Operator
In list

Yalue

|
|

[ChmgeTrmsform'ﬂ [Chanonperator'] [ﬁangevdue] [Removavalue]

Remove Selected Fields
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TIPS

For multi-branch libraries, you would select Circulating Library with In list as the operator, so
you could specify the branch(es) when you run the report. This leaves the template configurable
to current requirements. In comparison, sometimes you will want to hardcode true/false values
into a template. For example, deleted bibliographic records remain in the database, so perhaps
you want to hardcode deleted=false, so that deleted records don’t show up in the results. You
might want to use deleted=true, for a template for a report on deleted items in the last month.

It is not possible to edit a template. It is possible to clone a template and change the clone.

The bottom right hand pane is also a source specifier. By selecting one of these rows you will
limit the fields that are visible to the sources you have specified. Use Ctrl + click to select or
deselect items.

‘Source Specifier ®m
Circulation |
Circulation -> Item :: Shelving Location

6. Once you have configured your template, you must name and save it. Name this template
Circulations by month for one library. You can also add a description. In this example,
the title is descriptive enough, so a description is not necessary. Click Save.

Template Configuration

Name: | Circulations by month For one library]
Description: |

[Displayed Fields | Base Filters |

Filter Field Field Transform Operator Value ||
| |Check Out Date/Time Year + Month In list
| | Circulating Library Raw Data Equals }
|| Change Transform ~ } [Change Operator ~ ] {Chanqe valueJ [Remove value
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7. Click OK.

X

The page at http:ﬂhepburn.pines.bcl’*rary....

/9, Name : Circulations by month for one library
p4 Description:
Save Template?

t OK J [ Cancel

8. You will get a confirmation dialogue box that the template was successfully saved. Click
OK.

The page at http:#fhepburn.pines.bclibrary.ca says:

Template Circulations by month for one library was successfully saved.

22

| ok | f Cancel ]

Generating a report from a template

Now you are ready to run the report from the template you have created.

1. Click on Templates to expand this folder and select circulation.

My Folders
¥ & Templates
1 holds
U patrons _
U Gircuiation:
Lj items
L) stat cats (BCPINES)
» O Reports

* 2 output

Shared Folders

» £ Templates
- Reports

- output
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2. Select the box beside Circulations by month for one library. Select Create a new

report from selected template from the dropdown menu. Click Submit.

1 Local Administration

Go Back

My Folder's

v @Temglates
L3 patrons @TE)
-~ cataloguing

0 Eircuiation (GITKA)
3 Reports
O outout

You are logged in astara

Print Page

| Manage Folder Contents

Manage Folder

T
name i description [ create_time

Shared Folders
O templates
U Repors
U oupu

Circulations by month for one library 2008-02-26 05:07

tara

3. Name the report November 2008 circ.

2: tara®BTE-tara.training.sitka. bclibrary.ca

Fle Edt Search Circulstion Cataloging Admin () Help
iLocd Administration
Go Back Print Page
You are logged in as tara
ldy Folders Template Name: Circulations by month for one library
v & Templates 'Template Creator: ‘ tara
i8] patrons (BTE) Template Description:
J cataloging Report Name: | November 2008 cird T
J circulation (SITKA) |
» . Reports IReport Description:
> L output |
. Check Out Month
Shared Folders IReport Columns: | Shelving Location
» (2 Templates ‘ Circulation Count
» L Reports IPivot Label Column: |~ Select One (optional) — ¥
f = Quiput IPivot Data Column: | »C‘i;cui'ation Count ¥
| Selected Folder:
| ¥ “JReport Folders
(Choose a folder to store this report definition: | =0 circulation
) patrons
U cataloging
Column Transform Action |
Real Date
L \[(Add [ Del
|Circulation -» Check Out Date/Time Year + Month Inlist
) B I - Ermea a b
= o
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4. The Report Description is optional. In this example the Report Description is “circ
stats for Terrace for November 2008”.

: Eirt‘:'stat's”fbr‘ *Térraéé for N&J&mbér 2008[ o I

Report Description:

|

5. The Report Columns are for informational purposes only. These are the fields that
were selected when the template was created (see step 8 on page 11, step 15 on page
14 and step 22 on page 17). As these were hard coded into the template it is not
possible to alter them at this stage.

| Check Out Month
Report Columns: 1 Shelving Location
g Circulation Count

6. The Pivot Label Column and Pivot Data Column dropdown menus are optional.
Pivot tables are a different way to view data. If you currently use pivot tables in
Excel, it is better to select an Excel output in Step 8 and continue using pivot tables in

Excel.
Pivot Label Colum: | —Select One (optional) — ¥
| - - :
Pivot Data Column: | Circulation Count ¥ |
| L= i

7. Select the folder where you want to store the report definition in. In this example,
select the circulation folder.

' Selected Folder: circulation

v :J Report Folders
Choose a folder to store this report definition: {3 gg;}gﬁi‘g{{"""g

: Q patrons

|~ cataloging
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8. Select values for the Circulation > Check Out Date/Time. Use the calendar widget or
manually enter the desired dates, and click Add.

» Seled ? November, 2008 x
" Sy g Today Yol i,
¥ S wk |sun Mon Tue Wed Thu Fri Sat
“hoose a folder to store this report definition: J a3 1

(Y 458 3 4 8. 6 708
’_‘J 45| 9 10 11 12%13 14 15
46| 16 17 18 19 20 21 22
47| 23 24 25 26 27 28 29 R

. ’Cé‘ll‘uﬁr‘; o Transfori urams
(e 48| 20
Wed, Nov S 2008-11
[Add [ Del ]
Circulation -= Check Out DatefTime Year + Month In list ;

9. Select a value for the circulating library.

| ISITKA -
{

| ) i ) ) BNGEE. =
;Clrcula!!on -= Circulating Library Raw Data Equals BPR

| . ,k

| |L_BNEE -

TIPS

It is possible to select relative dates. If you select a relative date / month ago you can schedule
reports to automatically run each month. If you want to run monthly reports that also show
comparative data from one year ago, select a relative date / month ago, and 13 months ago.

If you use relative dates, be careful to put what ends up as the earliest date first. For example, if
you want a list of items that were overdue 4-8 weeks ago (28-56 days ago) then you'll actually
want to enter 56 days to 28 days. 56 days ago is an earlier date than 28 days ago, so 56 needs to
be first; the system translates the relative date into an actual date. It is possible to select a
combination of relative and real dates. If you want items that are 10+ weeks overdue, select
BETWEEN "Jan 1st 2007" (or some other arbitrarily long ago date) AND 70 days ago and you'll
get everything in between.
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10. Select an output option. Options include Excel, CSV, HTML output (assumes tabular
output) and bar or line charts.

Output Options

o [¥|Excel Output
[ ysv out
e | [HTHML Output
o [_|BarChars
o [|Line Charts

11. Select Run ASAP. 1t is also possible to set up recurring reports and reports that
automatically run at future intervals.

Recurring Report: [
Recurrence Interval: 1 Day(s)

2008-04-25  at| Midnight
Send completion notification to this Email address: sdineen@pines.bclibrary.ca

TIP

If you have an email address in your patron record, it will automatically appear in the email
notification box. However, you can enter a different email address. You will receive an email
with a website address when the report is completed. You can access the output of your report in
a web browser, like Firefox or Internet Explorer. This website address is protected by a login.
Reports stay there forever, unless you delete them.

12. Select a folder for the report’s output.

Selected Folder: circulation

va Output Folders

Choose a folder to store this report’s output: | =1 Gireuiation:

0 patrons
0 cataloging
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13. Click Save Report.

|

Selected Folder: Circulation
¥ 53 output Folders
Choose a folder to store this report's output: gL
1) hotas
=0 Gircuiation:
A) L

14. You will get a confirmation dialogue box that the Action Succeeded. Click OK.

The page at http://training.sitka.bclibrary.ca says:

w

@\

Action Succeeded

Viewing report outputs

1. Click on Output to expand the folder. Select circulation (where you just saved the
circulation report output).

My Folders

- ¥ D Templates
' M;-:H:eegons

1 circulation gSITK@
, Q patrons (BTE)

4 cataloging

Shared Folders

| » L Templates
- » D Reports

- > output
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2. View report output is the default selection in the dropdown menu. Select Recurring
Monthly Circ by Location by clicking the checkbox and click Submit.

I

Manage Folder Contents ‘ Manage Folder

circulation: created bytara

}View report output vt Subm!{' !

| Pending ltems

No items to display

Limit outputto |

| Completed ltems

T T T T T T 1
ESeleci _AjNonq report ‘ un_time 1c0|mlele_ti|m finlmor iemal !folthl | ervor_text ]excel_m mat ghtnl_fonn«i csv_format |

Recurring
Monthly 2008-03-07  2008-03-07

Circhy 12:37 12:37
Location

vl tara 10 t t f

3. A new tab will open for the report output. Select either Tabular Output or Excel
Output.

1: tara@BFN-tara.catalogue. belibrary.ca (5 (X
Fle Edt Search Circulation Cataloging " admin() Hep

iuicd Administration | 2 Report Output: Rmmﬂwagwm‘sﬁm

Recurring Monthly Circ by Location (Bai)

4. Tabular output looks like this:

“ 1: tara@BFN-1ara.catalogue. belibrary.ca

Fle Edt Search Circulation Cataloging
1 Local Administration | 2 Report Output: Recurring Monthly Circ by Location

Go Back

Shelving location lClrv count|Check out month)
Adult Fiction (main level) [48244 {2008-02
|Adult Fiction (main level) 48246 [2008-02
|Adult Fiction (main level) [48246 [2008-02
|Adult Fiction (main level) [48247 [2008-02
|Adult Fiction (main level) [48269 [2008-02
|Adult Fiction (main level) [48382  [2008-02
|Adult Fiction (main level) [48391 W
|Adult Fiction (main level) [2008-02

[Adult Fiction (main level)
|Adult Fiction (main level)
[Adult Fiction (main level)
[Adutt Fiction (main level)
[Adult Fiction (main level)
[Adult Fiction (main level)
|Adult Fiction (main level) 148561 [2008-02

[Adult Fiction (main level) 28562 -02

[Adult Fiction (main level) 48567 gnz

[Adult Fiction (main level)
[Adult Fiction (main level)

R
§

i
E

|Adult Fiction (main level) 148570 [2008-02
JAdult Fiction (main level) 14857 1 |2008-02
|Adult Fiction (main level) 148573 |2008-02
|Adult Fiction (main level) 148583 [2008-02
|Adult Fiction (main level) 48598 [2008-02
|Adult Fiction (main level) 148500 [2008-02
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5. If you want to manipulate, filter or graph this data, Excel output would be more
useful. Excel output looks like this in Excel:

Microsoft Excel - report-data

@) Fle Edt View Insert Format Tools Data Window Help

DESE R RAY - @@= A 4%l BB
D4 =

|

A B [ L

1 Shelving location Circ count Check out month
2 Adult Fiction (main level) 48244 2008-02

3 Adult Fiction (main level) 48245 2008-02
_4_|Adult Fiction (main level) 48246 2008-02 |
5 Adult Fiction (main level) 48247 2008-02

6 Adult Fiction (main level) 48269 200802

7 Adult Fiction (main level) 48362 2008-02

8 |Adult Fiction (main level) 48391 2008-02

9 Adult Fiction (main level) 48425 2008-02

10 Adult Fiction (main level) 48480 2008-02

11 Adult Fiction (main level) 48481 2008-02

12 Adult Fiction (main level) 48482 2008-02

13 Adult Fiction (main level) 48558 2008-02

14 Adult Fiction (main level) 48559 2008-02

15 Adult Fiction (main level) 48560 2008-02

16 Adult Fiction (main level) 48561 2008-02

17 Adult Fiction (main level) 48562 2008-02

18 Adult Fiction (main level) 48567 2008-02

19 Adult Fiction (main level) 48568 2008-02

20 Adult Fiction (main level) 48569 2008-02

21 Adult Fiction (main level) 48570 2008-02

22 Adult Fiction (main level) 48571 2008-02

23 Adult Fiction (main level) 48573 2008-02

24 Adult Fiction (main level) 48583 2008-02

25 Adult Fiction (main level) 48598 2008-02

TIPS
Note that only the owner can edit or change or delete these — they are view only.

Your own reports should be named uniquely within each folder, but from library to library you
will not need to worry about duplicating report names if those reports are not shared.
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Running recurring reports

Recurring reports are a useful way to save time by scheduling reports that you run on a
regular basis, such as monthly circulation, and monthly patron registration statistics.
When you have set up a report to run on a monthly basis, you’ll get an email informing
you that the report has successfully run. You can click on a link in the notification email
that will take you directly to the report output. You can also access the output through
the reporter interface.

There are three steps to creating a report: selecting a template, report definition, and
viewing the output. This tip sheet will outline how to set up recurring monthly
circulation report only at the report definition stage. Only users with Local System
Administration permissions can create reports.

This tip sheet assumes that you have had reports training and read the handout, which is
available at: http://sitka.bclibraries.ca/pines-users/sitka-evergreendocumentation-in-word-
format/.

1. Click on Templates to expand this folder and select circulation.

fvly Folders
| ¥ STemplates
" holds
1) patrons
icircuiation:
1 items
1) stat cats (BCPINES)
»O Reports
» O Output

Shared Folders

» O Templates
W) Reports

' output

]

NOTE: This example shows starting the report from a template that is in My Folders.
For instructions on running reports from Shared Folders see the tip sheet titled Using
shared templates to run reports available at http://sitka.bclibraries.ca/pines-users/sitka-
evergreendocumentation-in-word-
format/Using%?20shared%20templates%20t0%20run%?20reports.doc/
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2. Select the box beside Circulations by month for one library. Select Create a
new report from selected template from the dropdown menu. Click Submit.

| 1 Local Administration

Go Back

Print Page

You are logged in as tara

WMy Folders
¥ S 7emplates
0 patrons (BTE)
-0 cataloguing
(3 Gircuiation (SITKAY
0 Reports
D ouput

| Manage Folder Contents

Manage Folder |

Limit outputto| 1

L.

(Create a new report from

| Select atnone | name

| description |

create_time % owner |

Shared Folders
| 0o Templates
| |9 Repors

| (] Output

O Circulations by month for one library

2008-02-26 05:07

3. Name the report Monthly circ.

1: tara@BTE-tara.training.sitka.bclibrary.ca

Fle Edit Search Circulstion Cataloging
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